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PREFACE 


The Public Archives of Canada, under the terms and conditions of the Public 
Records Order (P.C. 1966-1749, dated September 9, 1966) is responsible for 
providing economical records centre storage facilities for dormant records of 
departments and agencies of the Federal Government. 


Therefore, a network of records centres has been established in principal cities 
across Canada. Departments and agencies are encouraged to use these facilities and 
to accelerate dormant records transfers to these centres where the public records 
will be maintained in low cost storage space and file equipment on a continuing 
basis. 


The Users Guide was prepared to assist client departments and agencies in making 
optimum use of the Federal Records Centres. Within its pages it provides detailed 
information and illustrations about records transfers to these centres, reference 
service to them while in records centre custody, and their eventual disposal. 


Director General 
Records Management Branch 


CHAPTER I OBJECTIVES AND CONTENTS 


Objectives of the Public Archives Records Centres (PARC) Users Guide 


SCOPE 
To describe the purpose for which the Public Archives Federal Records Centres 
Users Guide was created and its objectives. 
POLICY 
1. The purpose of the PARC Users Guide is to communicate the details of pre- 


paring records for transfer to a Records Centre. 
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Chief, Federal Records Centre, Halifax, N.S. 
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2. The guide is designed to give guidance and instruction to all users of a Records 
Centre in the required techniques and procedures which will produce a practical 
and uniform system by which records may be transferred to a Records Centre 
for storage more efficiently and effectively. 


3. A major objective of a Records Centre is to promote more effective and 
economical storage of dormant records through greater use of its facilities in 
accordance with the Public Records Order, P.C. 1966-1749. 


4, Records Centre operations consist of a number of principal activities, all of 
which are interdependent: 
(a) Acquisition of Records 
) Storage of the Records 
) Classification and Description of the Records 
(d) Access Control 
) Reference Service 
) Disposal of the Records 


DEFINITIONS 
Records. For the purpose of this guide the word "records" has the same meaning 


as "public records" as defined in the Public Records Order P.C. 1966- 
1749, 


General Office Area 
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Public Records Order 


THE PUBLIC RECORDS ORDER 


P.C. 1966-1749 


AT THE GOVERNMENT HOUSE AT OTTAWA 
FRIDAY, THE 9TH DAY OF SEPTEMBER, 1966 
PRESEMIS 
HIS EXCELLENGY, 
THE GOVERNOR GENERAL IN COUNCIL 
His Excellency the Governor General in Council, on the recommendation of the 
Secretary of State and the Treasury Board, is pleased hereby to revoke Order in 


Council P.C. 1961-212 of 16th February, 1961, and to make the annexed Public 
Records Order in substitution therefor, effective October 1, 1966. 


Certified To Be A True Copy 


Clerk of the Privy Council 


Short Title. 
1. This Order may be cited as the Public Records Order. 
Interpretation. 
2. In this Order, 


(a) "department" has the same meaning as in the Financial Administration Act; 
and 


(b) "public records" means correspondence, memoranda or other papers, books, 
maps, plans, photographs, films, microfilms, sound recordings, tapes, 
computer cards, or other documentary material, regardless of physical 
form or characteristics, that 


(i) are made or received by any department in pursuance of federal law 
or in connection with the transaction of public business, 

(ii) are preserved or appropriate for preservation by the department, and 

(iii) contain information on the organization, functions, procedures, 
policies or activities of that department or other information of past, 
present or potential value to the Government of Canada, 


but does not include library or museum material made or acquired and preserved 
solely for reference or exhibition purposes, extra copies of records preserved only 
for convenience of reference, working papers or stocks of publications or printed 
documents. 


Responsibilities of the Treasury Board. 


3. Nothing in this Order shall be construed as restricting the authority and 
responsibility of the Treasury Board to exercise its functions in respect of 
general administrative policy in the public service and in particular to issue 
policy statements or guides aimed at the administrative improvement of records 
management in the public service of Canada, or assessing the effectiveness of 
any department or agency in these matters. 


Responsibilities of the Dominion Archivist. 


4, With respect to public records in the custody of departments, the Dominion 
Archivist shall 


(a) assess all proposals to destroy records and approye such of those proposals 
as he considers to be in the public interest; 

(b) assess all proposals for the removal of records from the ownership of the 
Government of Canada and approve such of those proposals as he considers 
to be in the public interest; 

(c) assess all proposals of departments for microfilming with particular regard 
to 


(d) 


(e) 


(f) 


(i) the appropriateness of equipment proposed, 

(ii) the efficiency of the processing techniques to be employed, 

(iii) the adequacy of the proposals regarding the preservation of public 
records, 

(iv) the economies that might be obtained by using the central micro- 
filming service for machine processing; 


from time to time review existing microfilming installations in the light of 
the factors listed in paragraph (c); 


assess, through periodical reviews of departmental practices, 


(i) the adequacy of departmental records classification systems as a 
means of preventing loss within the holdings, 

(ii) the extent to which the important policies and programs of 
departments are documented for future research, and 

(iii) the extent to which records are segregated as to value and given 
adequate storage and handling in order to protect them from 
deterioration and from accidental and wartime destruction; and 


establish standards and issue guides to departments in respect of the 
matters described in this section. 


With respect to public records in his custody, the Dominion Archivist shall 
Classify, store and safeguard 


(a) 
(b) 


historical records no longer required by departments and transferred to the 
custody of the Public Archives; and 

records of defunct departments that have not been placed in the custody of 
some other department. 


With respect to dormant records that are still the property of departments, the 
Dominion Archivist shall provide economical records-centre storage facilities 
and shall promote the use of such facilities. 


In relation to the responsibilities set out in sections 4, 5 and 6, the Dominion 
Archivist shall 


(a) 


prepare an annual report to the Treasury Board on the activities of 
departments in the field of records; 

submit reports to departments whenever he considers there is inadequacy in 
the management of their records; 

serve as Chairman of the Advisory Council on Public Records established 
by this Order; 

issue general schedules regarding the retention and disposal of records 
common to most departments (i.e. housekeeping records); and 

establish standards to assist departments to schedule the retention and 
disposal of their operational records, and approve or refuse to approve all 
such schedules. 


8. (1) 


(3) 
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(2) 


Responsibilities of Departments. 
Each department shall 


(a) designate an officer of the department who has a thorough knowledge 
of records management to act as Records Coordinator; 

(5) submit to the Dominion Archivist any proposal to destroy records, 
other than those covered by existing schedules, or to remove records 
from the ownership of the Government of Canada; 

(c) by May 1, 1969, submit for the approval of the Dominion Archivist 
retention and disposal schedules applying to all operational records; 
and 

(d) when considering the possibility of using microfilm in the manage- 
ment of records, seek, at an early stage, the advice of the Dominion 
Archivist on equipment, techniques and possible economies, whether 
the department is conducting the study using its own resources, an 
advisory service or a consultant. 


Where the Central Microfilm Unit of the Public Archives cannot provide 
suitable microfilm service to a department, taking into consideration 
economy and departmental program needs, the department may, in 
accordance with the Government Contracts Regulations, utilize commer- 
cial microfilm services on a service, rental or purchase basis. 


No department shall destroy records or permit records to be removed from 
the ownership of the Government of Canada without the approval of the 
Dominion Archivist. 


Advisory Council on Public Records. 


There shall be an Advisory Council on Public Records to which the 
Dominion Archivist may refer matters of policy and proposals for the 
destruction of records, whenever he considers that the experience of 
departments and the views of the academic community are specially 
relevant. 


The Advisory Council on Public Records shall consist of 


(a) the Dominion Archivist, who shall be Chairman; and 

(b) twelve other members, to be appointed by the Treasury Board on the 
recommendation of the Dominion Archivist, each for a term not 
exceeding three years, as follows: 


(i) nine members from government departments and agencies, 
including the Treasury Board at all times, and 

(ii) three members from outside the public service, one of whom 
shall be a representative of the Canadian Historical Association, 
one of whom shall be a representative of the Canadian Political 
Science Association and one of whom shall be a representative of 
the Records Management Association of Ottawa. 


(3) 


(4) 


(5) 


There shall be at least one meeting of the Adviso-v Council on Public 
Records in each quarter. 


Procedural rules for the Advisory Council on Public Records shall be drawn 
up and issued to departments by the Dominion Archivist. 


The Advisory Council on Public Records shall consider and make recom- 
mendations to the Dominion Archivist concerning all matters respecting 
public records referred to it by any member of the Council or the Treasury 
Board. 


CHAPTER II FUNCTIONS AND JURISDICTIONS 


Functions of Records Centres 


SCOPE 


To describe the detailed functions of Public Archives Federal Records Centres. 


POLIGY 


i 


To acquire dormant records from the regional branches or field offices of 
federal government departments located in the areas they service. 


To verify that records are scheduled for disposal before they are transferred to 
a Records Centre. 


To determine the feasibility of transfer according to the yardsticks of economy 
and service, e.g., it is not economical to transfer the records unless they are to 
be retained at a Records Centre at least two or more years. 


To make a brief preliminary survey of evaluation for possible historical 
material. 


To arrange for the physical transfer of the records and, where necessary, to 
assist in the preparation of the records for their transfer. 


To store the acquired records immediately, safely, and economically. To ensure 
that security classifications are respected and that the records are handled 
accordingly. 


To prepare suitable finding aids to the records and provide them to the client 
departments. 


To control access to the records in accordance with the limitations set by the 
owner department concerned. As owner of the records, the client department 
decides who shall be allowed to see them, under what conditions reference and 
research is to be permitted and how the resulting knowledge of the content of 
the records is to be used. All Records Centres enforce these restrictions on 
access rigidly on behalf of departments. 


12. 


Reference service and limited research on the records are provided in 

accordance with the access restrictions determined by the owner department. 

This reference service is of two types: 

(a) Records are delivered to departments on request by motor vehicle or sent 
by mail. This service is called a "loan out"; 

(b) Records are made available to departmental officials on request in the 
reference rooms at the Records Centres. This reference service is termed 
a "loan in". 


Records or information will not be supplied to persons other than those whose 
names appear in Section 9 of ARC-147 "Records Transfer" nor will information 
be released unless authorization is given by these same persons. Departments 
should notify the Records Centre by telephone immediately if there is a change 
to the list of authorized persons. A letter should follow confirming the 
telephone call and listing the deletions and additions. (See Chapter 3, Figure B, 
p. 18) 


The physical disposal of records is arranged for after the appropriate 
authorization has been obtained from the department concerned. (See Chapter 
4, Figure G, p. 31) 


Assistance and guidance to the regional branches or field offices of government 
departments is provided by advising on records description, arrangement and 
disposition and by encouraging the fullest use of the Records Centres' facilities. 


Zl 


Consultation Between PARC Officials and Client Department/Agency 
Representative Regarding Use of PARC Facilities 
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Locations and Jurisdictions 


“Oca es 


To outline the jurisdiction of each Records Centre, its location and to list its 
respective address. 


POLICY 


L; 


The Halifax Records Centre services the Halifax metropolitan area and all of 
the Provinces of Nova Scotia, New Brunswick, Prince Edward Island and 
Newfoundland plus Labrador. 


The Montreal Records Centre services the Montreal metropolitan area 
encompassing the Island of Montreal and all of the Province of Quebec, 
excluding the National Capital District comprising the city of Hull and an area 
within an approximate ten mile radius from the centre of that city. 


The Ottawa Records Centre services the National Capital Region including the 
city of Hull and the eastern Ontario Region. 


The Toronto Records Centre services the Toronto metropolitan area, the city of 
Belleville, the town of Gravenhurst, and all of the Province of Ontario lying 
south and south-west of a line running directly from Belleville to Gravenhurst. 


The Winnipeg Records Centre services the Winnipeg metropolitan area and all 
of the Province of Manitoba, the city of Thunder Bay in western Ontario, the 
community of Fort Severn in north-western Ontario, and that part of the 
Province of Ontario lying to the west and north-west of a line running directly 
from Thunder Bay to Fort Severn. 


The Edmonton Records Centre services the Edmonton metropolitan area and all 
of the Province of Alberta, the Province of Saskatchewan and all of the North 
West Territories. 


The Vancouver Records Centre services the Vancouver metropolitan area and 


all of the Province of British Columbia; in addition, where requested, the 
Vancouver Centre will service all of the Yukon Territory. 
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ADDRESSES OF FEDERAL RECORDS CENTRES 


i. 
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Chief 

Public Archives Records Centre 
Burnside Industrial Park 

2 Morris Drive 

Dartmouth, Nova Scotia 


B3B 1K& Telephone: 


Chef 

Centre fédéral de documents 
665 Montée de Liesse 

Ville Saint-Laurent, Québec 


H4T 1P5 Telephone: 


Chief 

Public Archives Records Centre 
Tunney's Pasture 

Goldenrod Avenue 

Ottawa, Ontario 


K1A 0N3 Telephone: 


Chief 

Public Archives Records Centre 
190 Carrier Drive 

Rexdale, Ontario 


M9W 5R1 Telephone: 


Chief 

Public Archives Records Centre 
201 Weston Street 

Winnipeg, Manitoba 


R3E 2T4 Telephone: 


Chief 

Public Archives Records Centre 
8707 - 51st Avenue 

Edmonton, Alberta 


T6E 5H1 Telephone: 


Chief 

Public Archives Records Centre 
3103 Thunderbird Crescent 
Lake City Industrial Park 
Burnaby, British Columbia 


V5A 3G1 Telephone: 
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426-5940 


341-4114 


593-7731 


667-4534 


786-8647 


420-3120 


939-4488 
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CHAPTER III ACCESSIONING OF RECORDS 


Boxing of Records 


SCOPE 


To state the policy and outline the procedural guidelines for the proper boxing of 
records preparatory to transferring them to a Public Archives Records Centre 
(PARC). 


POLICY 


1. Should a department experience difficulties with the procedures for properly 
boxing its records for transfer to a Records Centre, a PARC employee will be 
assigned to provide the necessary assistance, except where travelling expenses 
would be incurred by the Public Archives of Canada. 


Dormant Records Arriving at a Federal 
Records Centre 
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2. Records Centre vehicles are available to pick up records in the metropolitan 
area. When requests to pick up records involve greater distances, the decision 
to dispatch a vehicle will rest with the Records Centre Chief or his alternate. 
Where a PARC vehicle cannot be sent to collect the records, the client 
department is to ship the boxes, prepaid, to the Records Centre. 


3. Where elevators are restricted to passenger use only, it is incumbent upon the 
client department to ensure that the records are placed in an area from which 
they can be easily loaded onto a PARC vehicle during the normal! hours of work. 


4, PARC type boxes only should be used when transferring records for storage ata 
Records Centre. Such containers are available from the Supply and Services 
Department Catalogue Number 8115-21-857-7316. Records Centres will 
maintain a supply of PARC boxes on hand and will issue these boxes to those 
departments and agencies which are unable to purchase their own. 


>. Records of ex-public servants and ex-military personnel are stored only at the 
National Personnel Records Centre, Ottawa. 


PROCEDURAL GUIDELINES 


Responsible Unit 
Client Department should follow these instructions: 


1. Obtain appropriate PARC type boxes required to pack the records. 


2. Pack the records in PARC type boxes in a proper filing sequence 
in accordance with the departmental file classification system 
whether alphabetical, chronological or numerical. Weight of 
boxes when filled should not exceed 11.25 kg. 


3. Place files in boxes facing the same way and ensure that folder 
labels, file titles, file numbers or position indexes are up. Do not 
invert files. 


4. Do not pack boxes too tightly in order to facilitate future 
reference and to avoid damaging the records. Where certain files 
cannot be forwarded with the accessions, allow sufficient space 
for later interfiling in the appropriate box. When these records 
are sent to the Records Centre, attach a note indicating that they 
are interfiles, state the accession number and write the applicable 
box number on each file face. 


9. Seal the bottom flaps of the boxes with tape, place the records 
therein and interfold the top flaps when the transfer is being done 
by a PARC or a departmental vehicle within the metropolitan 
area of the Records Centre. However, when the boxed records 
are being shipped to a Records Centre via commercial carrier, do 
not interfold the top flaps. SEAL THEM WITH TAPE as with the 
bottom flaps. 


mah ae 


6. 


Marking of Boxes 


SCOPE 


The packing and transfer of security classified records must 
conform to the security policies and principles contained in the 
booklet "Security of Information in the Public Service of Canada". 
All such records are to be placed in PARC type boxes which must 
be sealed at the top and the bottom with tape. 


Where the records are of such a shape or size that boxing is 
impossible or unnecessary, as with shannon files, ledgers, blue- 
prints, rolled maps and plans, etc., they should be bound together 
in groups or otherwise made secure for transfer. Such unboxed 
records should be identified by title and numbered in their 
sequence. 


To state the policy and outline the procedural guidelines for marking PARC type 


boxes. 


POLICY. 


1. Should a client department encounter difficulties with the procedures for 
properly marking boxes, the Records Centre should be contacted for advice and 


assistance. 


2. Boxes are to be numbered consecutively with temporary numbers in the upper 
right hand corner. 


3. The name of the owner department and its location should be written on the 
containers' lower left and right corners respectively. 


PROCEDURAL GUIDELINES 


Responsible Unit 


Client Department should: 


L. 


Commence at number | for the first box, numbering the boxes 
consecutively to the last box of a complete accession. Do not 
repeat any numbers. 


Indicate the name of the department and its location in the lower 
left and right corners respectively on the end of each box. 


FORMS AND ILLUSTRATIONS 


Figure A is an example of how to mark PARC type boxes. 
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FIGURE A 


This area only 
for temporary 
departmental 
box number 


PARC type standard records container 
outside measurements: 


Length: 37.5cm 
Width: 30cm 
Height: 25cm 


Department,  <~————13 3/46 City 


Figure A 
Example of how to mark PARC type boxes 


Completion of Forms - ARC-147 "Records Transfer" 


SCOPE 


To state the policy and outline the procedural guidelines for completing form ARC- 
147 "Records Transfer". 


4 SM Gg 


This form should be completed in triplicate, typewritten and forwarded to the 
Records Centre prior to the transfer of the records. 


PROCEDURAL GUIDELINES 
Responsible Unit 
Client Department should: 


1. Obtain blank copies of ARC-147 "Records Transfer" from the 
Records Centre. 


SF be 


2. Complete sections 4 to 7 inclusive. 
3. Complete section 9. 


(a) Underline the security classification assigned to the 
records; 

(b) List at least two names of persons authorized to have access 
to and to request records from an accession; 

(c) Notify the Records Centre by telephone immediately when a 
change is made to the list of authorized persons. The 
telephone call should be followed by a written communica- 
tion which will list the deletions and additions. 


4. Complete section 10 and indicate the equipment released as 
follows: 


(a) number of filing cabinets released (3, 4, 5, drawers); 
(b) shelving (metres); 
(c) floor space (square metres); (See Figure C, p. 21). 


5. Complete section Il. Ensure that the appropriate disposal 
authority is quoted. A retention period of INDEFINITE is not 
valid. 


6. Complete section 12. Indicate the total number of pages in the 
Shelf List on the left hand side of the box and the last page 
number on the right hand side. 
Records Centre should: 
7. Complete sections |, 2, 3 and 8. 
FORMS AND ILLUSTRATIONS 


Figure B is an example of a completed Records Transfer form (ARC-147). 


Figure C shows typical Records Storage Equipment Capacities and Sizes. 
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FIGURE B 


g w& Public Archives Archives publiques 


Canada Canada RECORDS TRANSFER 
I B 
Records Direction FIGURE TRANSFERT DE DOSSIERS 
Management de la gestion 
Branch des documents 
1. ACCESSION NO./N° O° ENTREE 3. SHELF NOS./W°S DES RAYONS 
| 
| 
| FOR PARC USE ONLY 
2. EXTENT OF RECORDS/VOLUME DES:OOSSIERS FOR PARC USE ONLY 


FOR PARC USE ONLY 


4. TRANSFERRING DEPT./MIN/ISTERE OU ORGANISME REQUIERANT LE TRANSFERT 5. CREATING DEPT. /AGENCY /M/NISTERE/ORGAN. D’ORIGINE 


(iF DIFFERENT FROM 4/S°/L DIFFERE DE 4) 


Environment Canada Energy, Mines and Resources 


| 6. NAME AND ADORESS OF CUSTODIAN/NOM ET ADRESSE DU {ROOM NO. 7- LOCATICN OF REC OROS/EMPLACEMENT OES DOSSIERS 
CONSERVATEUR Ne DE PIECE {IF OIFFERENT FROM 6/S*/L DIFFERE DE 6) 
| Mr. John R. Smith 302 
re ae TEL NO. BE TEL See Section 6 
' 000-1010 
1 
8. DATE RECORDS INVESTIGATED/_ 1 BY /PAR | DATE TRANSFER COMPLETED/TRANSFERT TERMINE lé 
RELEVE OCS DOSSIERS EFFECTUE LE I 1 
| J 
FOR PARC USE ONLY ; PORPARGUSEIONLY:, FOR PARC USE ONLY 


9. CLASSIFICATION (TOP SECRET, SECRET, CONFIDENTIAL, RESTRICTED) AND TO WHOM ACCESSIBLE 
(TRES SECRET, SECRET, CONFIDENTIEL, DIFFUSION RESTREINTE) ET ACCES 


INDICATE AT LEAST TWO PERSONS BY NAME/POSITION 
EE ER NS DT NAME/FOSITION 


E.G. Mr. A.B. Bent, Chief, Administrative Services 
Ms. I.M.A. Going, Supervisor, Records Office 


10. EQUIPMENT AND FLOOR SPACE RELEASED /MATERIEL ET SURFACE LIBERES 


FILING CABINETS: bie 
SHELVING: 5.4 
FLOOR SPACE: 269 


- 
Qa 


rawers 


11. DISPOSAL DATA/DETAILS CONCERNANT LA CONSERVATION ET L’ELIMINATION 


PAC 68/000 | 
PAC 78/001 


12. NUMBER OF PAGES IN COMPLETE SHELF LIST/NOMBRE DE PAGES SUR LA LISTE | PAGE 1 TO/PAGE 1 A 
TOPOGRAPHIQUE COMPLETE t 


: | 


ARc-t47 (REV.s/79) 


bien. 


FIGURE C 


Typical Records Storage Equipment Capacities and Sizes 
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Completion of Forms - ARC-147-1 "Records Transfer - Supplement" 


SCOPE 


To state the policy and outline the procedural guidelines for completing ARC-147-1 
"Records Transfer - Supplement". 


POLICY 


I. 


This form groups and identifies different types of records within an accession. 
This practice facilitates the disposal of records where different disposal dates 
apply to individual groups of records within an accession. 


The groups of records in each accession are to be organized in a particular 
manner. When completed, the description of the arrangement of the records 
should be precise and should reflect the actual organization of the records 
within the accession. 


In general, when itemizing various groupings with letters or numbers, the 
following method is to be used for large volume accessions where this is 
necessary: 
(a) PRIMARY GROUPINGS: identify by ROMAN Numerals 

- I, Il, etc.; 
(b) SECONDARY GROUPINGS: identify by CAPITAL Letters 

- A,B, etc.; 

(c) TERTIARY GROUPINGS: identify by ARABIC Numerals 

- 1, 2, etc.3; and 
(d) QUATERNARY GROUPINGS: identify by SMALL Letters 

- a, b, etc. 


Head each group of records in an accession with the descriptive title for the 
records and include the dates covered as required. If the group of records 
continues onto a following page, head such a page with a continuation note. 
Always use the same title to describe the same group of records. 


The following list of words with their abbreviations should be used consistently 
in the completion of the form: 


Company co. 
Co-operative Co-op. 
Corporation Corp. 
Incorporated Inc. 
Limited Ltd. 
Manufacturing Mfg. 
Volume Vol. 
Alberta Alta. 
British Columbia 6 Se 
Manitoba Man. 


Die 


New Brunswick ier 


Newfoundland Nfld. 
Nova Scotia N.S. 
Ontario Ont. 
Prince Edward Island eet 
Quebec Que. 
Saskatchewan Sask. 
Northwest Territories N.W.T. 
January Jan. 
February Feb. 
March Mar. 
April Apr. 
August Aug. 
September Sept. 
October Oct. 
November Nov. 
December Dec. 
Canadian National CNRS 
Canadian Pacific C.P.R. 


6. This form is to be typewritten and forwarded, in triplicate, to the Records 
Centre with form ARC-147 prior to the transfer of the records. 


PROCEDURAL GUIDELINES 
Responsible Unit 


Client Department should: 


l. Obtain blank copies of form ARC-147-1 "Records Transfer - 
Supplement" from the Records Centre. 


2. Record the date range spanned by the records in the "Outside 
Dates" box by indicating therein the earliest and the latest year 
e.g. 1970 to 1977. 


3. The Records Manager or the custodian will sign and date the form 
and the name is to be typewritten under the signature. 


Records Centre should: 
4, Enter the accession number. 


FORMS AND ILLUSTRATIONS 


Figure D is an example of a completed Records Transfer - Supplement form (ARC- 
147-1). 


Cre 


FIGURE D 


zg ww Public Archives Archives publiques 
Canada Canada RECORDS TRANSFER-SUPPLEMENT 
Records Direction TRANSFERT DE DOSSIERS-SUPPLEMENT 
Management de la gestion 
Branch des documents 


[ACCESSIONNO /N° D’ENTREE OUTSIDE DATES/DATES EXTREMES 
FOR PARC USE ONLY 1970 - 1977 PARC BOX NUMBER(S) _ 
N°S DES CARTONS DU DEPOT 
DESCRIPTION & ARRANGEMENT OF RECORDS/DESCRIPTION ET ORDRE DES DOSSIERS 


(Each type of file within each year should be specified) 


EXAMPLE 


I. OPERATIONAL FILES of the Inland Water Directorate 
including maps, charts, plans in connection with engineers 
studies and field surveys relating to the water resources of 
Canada. 


A. Actual rolls of maps, charts, etc. 1970 - 1977 arranged 
numerically: 


lt 6 
7 to 44 
45 to 77 
78 to 99 
Il. FINANCIAL FILES 


A. Paid Accounts 1974 - 77 


AJAX LTD. to HARBIS Co. 
HARKER LTD. to ZEROX LTD. 


B. TRAVEL CLAIMS 1975 - 76 arranged alphabetically by 
name. 


ADAMS, J. to ZIP, E.R. 


C. CANCELLED CHEQUES 1976 - 77 arranged alphabeti- 
cally by city. 


CALGARY - EDMONTON 


nana nne enna nn -2a---8----=-=-==-=----=-=-=- FOR PARC USE ONLY --------------2-----2n0 nnn enema nnn 


1 November 1978 


OATE 


SIGNATURE ——— En 


John R. Smith 


ARC «147-1 (3-74) 
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Completion of Forms - ARC-93C "Shelf List" 


SCOPE 


To state the policy and procedural guidelines for completing form ARC-93C "Shelf 
List". 


POLICY. 


1. Form ARC-93C is a five part carbon loaded form which when duly completed 
constitutes a records finding aid. After completion, the original and three 
carbon copies should be attached to completed form ARC-147 and ARC-147-1 
and forwarded to the Records Centre prior to the transfer of the records. The 
last carbon copy will be retained by the client department for use as a 
temporary records finding aid. 


2. The Records Centre will assign official PARC box numbers to the Shelf List and 
return a copy to the client department. Thereafter, the PARC box numbers 
only should be used when requesting files from the Records Centre. 


3. Along with its copy of the Records Transfer, Records Transfer - Supplement and 
Shelf List, the client department will be provided with a "Use of Shelf List" 
instruction sheet. 


4. The Shelf List is not a receipt for each and every file in an accession. 
Therefore, the owner department should prepare, for its own information, a file 
by file inventory of the records it proposes to transfer to PARC. 

PROCEDURAL GUIDELINES 
Responsible Unit 
Client Department should: 
1. Obtain blank copies of form ARC-93C from the Records Centre. 
2. Complete the "From/To" column by listing the "end files" i.e. the 
first and last file in a box while adhering to the numerical order in 
which the boxes were marked. (See Chapter 3, p. 17, and Figure 
A, p. 18) 
3. Enter the temporary box numbers, previously marked on each box, 


in the "Temporary Box Number" column. (See Chapter 3, p. 17, 
and Figure A, p. 18) 


Pe 


Records Centre should: 

4, Complete the "PARC Box Numbers" column. 
FORMS AND ILLUSTRATIONS 
Figure E is an example of a completed Shelf List form (ARC-93C). 


Figure F shows the use of a Shelf List instruction sheet. 


Reference Services 


Bee 


FIGURE E 


Public Archives Archives publiques 
| hone Cea SHELF LIST 


GUIDE LOCALISATION 


ACCESSION NO. FOR PARC USE ONLY 


N® D'ACQUISITION 


: DEPARTMENT FILE NUMBER/CLASSEMENT DU MINISTERE 
BARC BOX NUMBERS — = —— TEMPORARY Box NO 
ee ee row ron ie 
= 
' 
LEAVE THE FIRST THREE LINES BLANK 
[| a 
ON THE FIRST PAGE ONLY OF / 
+P $e ! 
THE SHELF LIST ------4------------------- 
+ : =e 4 
ITEM L.A. 
= ~ _ —- - —| 
Maps, Plans, Charts, Engineers Studies & Field Surveys 1970 - 1977 
= i — 7 
1 6 | ! 
' 
t 
7 4y 7 of: | 
45 77 3 
1 Es = = ———— + _ ———— — 
a 
i 
t 78 99 4 = 
' 
i ——$—_ 
e Paid Accounts 1974 - 77 
aa 
ro) AJAX LTD HARBIS CO. 5 
eee ae | : _| 
5 HARKER LTD ZEROX LTD. | 6 | 
eS -—- = 4 
[oA | 
< Be ; eo i 
te 
a Travel Claims 1975 - 76 
= : : | ; 
g 7 ADAMS, J. Zip, E.R | 7 
—= — —+- 4 
H i 
{ f . sd 
| Cancelled Cheques 1976 - 77 | 
eee ——— - . —— 
CALGARY EDMONTON 8 | 
t ¥ met oe = a {a eee 
ho T 
t 
! 
um 
! 
H 
a 
! 
H 
os. 
H 
' 
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ARC-93C (4-74) 
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FIGURE F 


Use of Shelf List 


The Shelf List, when completed with PARC box numbers, is returned to your 


Department for three main reasons: 


(a) It is a receipt for the range of files forwarded to the Records Centre, as well 
as the volume. It cannot be considered a receipt for each and every file within 
a stated range, since files may not have been received in a perfect or unbroken 


series at the time of accession. 


The List may be used to facilitate rapid location and reference on the records 
transferred to the Centre. For this purpose the co-operation of your 
Department would be much appreciated. Hence, when requesting information 


on a file which is covered by this list, or the loan of such a file, please state: 


(i) | The file number in full, name in full, together with the volume number, 


if applicable; 


The PARC container number where this is known. If not known, the 


temporary number; 


The accession number; 


The department, branch, division and person requesting the file; 


The telephone number of the office making the request, for the purpose 


of a back-check if necessary. 


(c) For requesting a loan or information on these files, telephone the Records 


Centres at the numbers listed on pages 11 and 12 of this guide. 


re 


CHAPTER IV DISPOSAL OF RECORDS 


Disposal of Records Stored at PARC 


SCORE 


To state the policy and outline the procedural guidelines for the disposal of records 
stored at PARC. 


POLICY: 


1. No disposal may be made without the written permission of the owner 
department. This fiat applies in every instance. 


Application of Authorized Disposal Schedules 
by PARC Personnel 


ear. 


2. Departmental permission shall be in the form of a formal letter of agreement 
which will list the records to be disposed of and indicate the proposed disposal 
action. (See Figure G, p. 31.) 


DEFINITION 
Disposal. The word "disposal" refers to: 


(a) the destruction of records; 

(b) their transfer to the Archives Branch, PAC; 

(c) their transfer - return to the owner department; or 

(d) their transfer from the ownership of the Government of Canada. 


PROCEDURAL GUIDELINES 
Responsible Unit 
Records Centre should: 
1. Initiate disposal action by preparing and sending a letter of 
authorization, in duplicate, to the client department for an 


authorized officer's signature indicating the owner department's 
concurrence. 


Client Department should: 


2. Check the accuracy of the letter by ensuring that the PAC or T.B. 
authority quoted applies to the records listed and establish that 
the records are indeed eligible for disposal by consulting the users. 


3. The authorized officer shall indicate approval of the proposed 
disposal by signing and dating both copies of the letter of 
agreement in the spaces provided and return the original copy to 
the Records Centre. 


Records Centre should: 
4, When written departmental permission is received the Records 


Centre shall proceed with the disposal action in accordance with 
established procedures and the applicable PAC or T.B. authority. 


mite 


FIGURE G 


Public Archives Archives publiques 
Bes Canada Canada 


Records Management Gestion des documents 


Your file Votre référence 


Our file Notre référence 


EMR 71 - 131 


Dear Mr. Smith: 
We are reviewing the records held for your department at the Public 
Archives Records Centre. The following records contained in Accession 
71 - 131 are now eligible for disposal in accordance with PAC 68/000 
and PAC 78/001. 


ITEM I.A. Maps and Engineers studies - to be transferred to Archives 
Branch, PAC. 


ITEM II.A. Travel Claims 1970 - 71 - to be destroyed. 

ITEM II.B. Cancelled Cheques 1971 - 72 - to be destroyed. 

If you agree with the proposal outlined above, please sign and date in 
the appropriate spaces below on both original and copy of this letter 


and return the original to this office. 


Yours sincerely, 


(for) 
Chief, 
Public Archives Records Centre. 


I agree 
Signature of Authorized Officer Date 
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Shredding and Baling Class 
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CHAPTER V OTHER MEDIA 


Storage of Machine Readable Records and Microfilm 


SCOPE 


To outline PARC's position regarding the storage of machine readable records and 
microfilm. 


POLICY 


Future planning calls for the provision of environmentally controlled facilities for 
the storage of machine readable (computer) records and microfilm. You will be 
informed when these facilities are installed in the Records Centre which services 
your department or sal 
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Encom. | Tiroirs Observations 
en plan 
(métres 


carrés) 


Dimensions 


Matériel courant Capacité Capacité 


(métres cubes) 


Rayonnage modulaire 


Longueur Largeur Hauteur 
(1 unité simple) 
a 6 rayons 


91.44 38,10 195,58 
a 7 rayons 38,10 | 226,06 
Classeur 71,12 45,72 129,54 
138,43 ouvert 
63.50 AS 18.) 3175 


55,245 | 147,955 


Format Plateau Tiroir Classeur 
48.895 | 106,68 7,62x 12,70 1500 7500 37500 | 0,1133 
10,16 x 15,24 1450 5800 29000 | 0,1982 environ 
12,70 x 20,32 1400 4200 21000 | 0,1982 
72,39 


$8.42 141,605} 1 classeur en acier a 4 tiroirs 0.2265 
128,27 ouvert 
(S tambours) 


187.96 69.85 92,71 | 50000 fiches 0.1416 rempli 
(S tambours portant 10 000 fiches chacun) 
fiches 7,62 x 12,70cm 


Boite PARC 38,735 30,48 26,0351 | 1800 feuilles de papier 0.0283 
(16 mm) 5,448 kg rempli 


Boite PARC pour 22.86 10,16 36 bobines (16 mm) “| 0,094 
20 bobines (35 mm) 0.0094 (35 mm) 3,632 kg rempli 


microfilms 
20,955 | 39,37 10 000 fiches 0.0424 24,97 kg rempli 
(5S boites de 2000 fiches) 


32 400 feuilles 
37 800 feuilles 


18 000 feuilles (rempli) 
14.000 feuilles (en moyenne) 


0,51 0,7432 
0,59 0,7432 


0.2832 rempli | 0,6503 
0,2265 ouvert 
en moyenne 


0,0707 rempli 
0.0566 
en moyenne 


108,86 kg vide 
129,39 kg vide 


83,99 kg vide 


0,6503 
ouvert 


transfert 


Boite de Capacité d’un tiroir de classeur 11,34 kg vide 


Classeur pour micro- Plateau Tiroir Classeur 173,428 kg vide 
films (Rem. Rand) rh 16 mm 30 120 1080 | 0,2830 environ} 0,7432 16 mm ~ | tiroirde classeur 
142.24 ouvert 35 mm 17 68 612 ouvert pour microfilms mesure 


0.0283 cm (108 bobines) 
35 mm ~ | tiroirde classeur 
pour microfilms mesure 
approx. 0,0283 cm 
(60 bobines) 


Section Tiroir Classeur 
2000 6000 60000 


Fichier 
(B.K. Johl) 

7,62 x 12,70 cm 
Fichier 
(Office Specialty) 
(fichier visible) 


71,12 
135,89 ouvert 


0.6503 
ouvert 


0.1416 environ 113,5 kg vide 


113,5 kg vide 

10 000 fiches par 0,0283 cm 
(boite PARC) 

4000 fiches par 0,0283 cm 
(boite PARC) 

3000 fiches par 0,0283 cm 
(boite PARC) 

Plateaux formant un angle 

droit avec les tiroirs 


136,2 kg vide 
220,2 kg avec classeur vide 


76,20 
148.59 ouvert 


0,7432 
ouvert 


0,7432 
ouvert 


Coffre-fort 


Fichier-tambour 


9,08 - 13.62 kg rempli 


Boite 1.B.M. 
(Fiches perforées) 


Classeur Shannon 
long 8.89 | 23.495 0,0096 2,724 kg rempli 
court 8,89 23,495 0,0096 2,270 kg rempli 
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